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A major function of any archives is the 
conservation of the material in its possession. 
Machine readable records have certain charac- 
teristics that require special treatment to ensure 
their long-term preservation. In the Machine 
Readable Archives the responsibility for preser- 
vation lies with the Documentation and Public 
Service Section, in particular, the tape library 
(EDP Records Storage and Conservation 
Program). 

The division uses magnetic tape for storage 
of its EDP records and the tape library is respon- 
sible for the purchase, certification, control, 
recopying, and precision rewinding and cleaning 
of all tapes under its care. The tape library has 
a permanent staff of two. In addition to these 
duties, the Head of the EDP Records Storage 
and Conservation Program is in charge of inves- 
tigating new, more stable storage media that 
may be more economical, as well as develop- 
ing and implementing the divisional contingency 
plan — a detailed set of procedures to be put 
into place in the eventuality of an emergency. 
The tape library provides an internal service to 
the other sections of the division by ensuring 
that tapes are shipped safely to and from the 
private service bureau, with which the division 
maintains a computer processing contract, as 
well as other government departments. Advisory 
services on the care and handling of magnetic 
tapes and information describing the require- 
ments for storage facilities and long-term preser- 
vation are frequently provided by the tape library 
staff. The following description of the physical 
environment and some of the operational pro- 
cedures should provide an overview of require- 
ments for the preservation of EDP records. 


The Physical Environment 


The tape library is located in Hull, separate 
from the rest of the division. The library is com- 
posed of a shipping and receiving area; a machine 
room in which tapes are precision rewound and 
cleaned; an office area for the staff; and the tape 
vault itself. The total facility comprises approx- 
imately 280 square metres. 

The tape library has undergone changes 
during the ten years since the division was 
created. A tape vault or Bally Data Shield was 
purchased in 1978/1979, which increased the 
space and allowed for the office expansion 
outlined above. The Bally Data Shield is a 
prefabricated, portable, temperature-controlled 
environment. It has a modular, aluminium inte- 
rior and exterior, except for the flooring that is 
galvanized. The ceiling is self-supporting. The 
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vault is insulated with 100 millimetres of rigid 
urethane foam, which is poured in place to bind 
the interior and exterior wall surfaces, thus form- 
ing a rigid, strong wall, remaining stable at 
a temperature range of — 70°C to 120°C. The 
shield is protected against heat, flame, and 
steam; it is also protected against dirt, dust, and 
pollution of the interior atmosphere by humidity 
and fumes generated outside the vault. A sup- 
port system, which is a combination of an air 
conditioning, humidification, and heating unit, 
provides a constant temperature of 20°C + 2° 
and a humidity control of 45% + 5%. The 
vault is equipped with an alarm system that 
detects major fluctuations in temperature and 
humidity during nonworking hours. Should 
major fluctuations occur, the security company 
is alerted and their staff inform the appropriate 
Public Archives officers. Over 4,000 magnetic 
tapes are stored in the Bally Data Shield. 

A secondary storage site is used to house 
the second copy of the archival files. Although 
this site does not have a Bally Data Shield, it 
is also environmentally-controlled. 


Care and Handling 


Although magnetic tape requires special 
attention to ensure its continued readability, it 
is the most cost-effective method for the long- 
term storage of EDP records. All tapes purchased 
by the division from suppliers in the private sec- 
tor must meet the standards established by the 
Canadian federal government. In addition, the 
MRA sends all purchased tapes for certification 
before use. During the certification process, the 
tapes are run through an evaluator and tested 
for defects such as scratches, voids, etc. No 
tapes are accepted if: they exceed 1.27 cen- 
timetres in width; they have edge damage; they 
contain holes; or they contain permanent errors. 
This process also tests for any nonuniformity 
of tape coating such as oxide clumps or hair- 
like particles. A detailed report is prepared for 
each tape indicating the type of defect and the 
location of the defect. Rejected tapes (those for 
which cleaning will not improve the quality) are 
returned to the manufacturer for replacement. 
Good tapes are precision rewound and cleaned. 
Approximately ten percent of the tapes purchased 
by the division are returned to the manufacturer 
for replacement. 

All tapes, regardless of where they are 
located, are stored in plastic cannisters, and the 
cannisters are, in turn, placed in air tight plastic 
bags. The tapes are stored vertically on metal 
shelves. They are not rotated throughout the 
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year as part of a regular program, primarily 
because each tape is precision rewound and 
cleaned at least once a year. A new policy of 
precision rewinding and cleaning tapes as they 
are shipped to and from the service bureau will 
begin this year. Experience over the past few 
years has shown that dirty tape drives have 
caused some problems with tapes. The acquisi- 
tion of a more up-to-date tape rewinder/cleaner 
machine will be able to evaluate the tapes on 
their return from the service bureau. 


Special care is taken when _ handling 
magnetic tape to protect it from damage. The 
reel is always lifted by the hub and lint-free 
gloves are worn when handling the tapes dur- 
ing precision rewinding. Cannisters are cleaned 
with a damp cloth before they are used. When 
the staff package the tapes for shipment to the 
service bureau for processing or copying, great 
care is taken in ensuring that the cannisters are 
placed vertically and well protected in cartons 
against any impact that might occur during 
shipment. 

An automated tape management system 
has been developed to record the location of the 
tapes and their movements. Information from 
the system provides the tape library staff with 
regular listings indicating which tapes must be 
precision rewound and which must be recopied. 
All tapes containing data are recopied every five 
years. All tapes held by the division are preci- 
sion rewound and cleaned once per year. 

No matter how ideal the storage facilities, 
emergencies such as fires or floods can occur. 
In conjunction with the other divisions of the 
Archives Branch, the MRA has developed a 
contingency plan for implementation in case of 
an emergency. The plan has been developed 
with one basic assumption in mind — that 
contingency planning must be carried out on 
two fronts, prevention of foreseeable disasters 
and actual salvage of damaged materials. 


As part of its regular procedures, the tape 
library has attempted to minimize the damage 
that can occur to magnetic tape if improperly 
stored or handled. In its Disaster Action Plan, 
the division has attempted to organize and train 
a disaster action team, consisting of divisional 
staff, in what to do in the event of an emergency. 
Part one of the plan outlines such things as 
emergency notification procedures, liaison, 
security measures, access to affected areas, and 
damage assessment. Part two places particular 
emphasis on the care and handling of the 
damaged material and part three details all the 
stockpiled items and the emergency facilities and 
supplies that must be easily obtainable in an 
emergency. A great deal of training, work, and 
organization has gone into the plan. The hope, 
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of course, is that it will never have to be used. 
This article has attempted to describe some 
of the major aspects of the division's conserva- 
tion program. More detailed information can 
be provided by writing to the Chief of the 
Documentation and Public Service Section. 


TEPER 
Automated Tape and 
: File Management System 


In the spring of 1983, the MRA contracted 
with the Bureau of Management Consulting of 
the Department of Supply and Services to under- 
take a Systems Requirements and Feasibility 
Study. The major objectives of the study were 
as follows: to determine the feasibility of 
automating the present manual based systems 
to improve productivity and service to the 
public; and to evaluate the existing automated 
systems to ensure that they were meeting the 
division’s needs in a cost-effective way. 

The results of the study indicated that the 
existing tape management system was more 
manual than automated and required excessive 
work by the staff of the tape library to update 
and produce the required information; and that 
the control of the intellectual content of the data 
files would benefit from automation by reduc- 
ing the manual procedures involved in the pro- 
duction of finding aids, thus providing more 
timely information about the files to the public. 
The MINISIS software package was recom- 
mended as being the most cost-effective at the 
present time due to the existence of an Archives 
Branch contract for facilities management of an 
HP minicomputer. In November, the division 
received approval to design, develop, and 
implement an automated tape and file manage- 
ment system. A contract was established with 
Systemhouse, a private firm with extensive ex- 
perience with the MINISIS software package, 
to carry out the detailed design for the system. 

The purpose of the file management com- 
ponent is to facilitate the maintenance of and 
access to the descriptive and administrative 


information pertaining to the machine readable 
data files held by the division. When the data 
file is accessioned, preliminary information on 
the title, source of the acquisition, date of acqui- 
sition, archivist responsible, and a brief sum- 
mary of its contents will be entered into the 
database. Once the file is processed, the 
preliminary record will be updated to provide 
a full description of the file. Although the inter- 
nal format of the file component will not be 
using the MARC format, a conversion program 
will be used to provide a MARC tape for dis- 
tribution of the bibliographic information to 
other institutions, if and when required. Stan- 
dard cataloguing outputs will also be available. 
A special program enabling the division to pro- 
duce a photo-ready copy of the file descriptions 
for publications will also be prepared. This 
should permit the publication of the Catalogue 
of Holdings more frequently. The system should 
be completed in July 1984. 

The purpose of the tape management com- 
ponent is to provide current and timely infor- 
mation for the optimum utilization, control, 
tracking, and conservation of archival tapes. 
This component has now been developed and 
is operational. Data from the previous system 
was converted to the MINISIS database. As 
other data elements have been added to the tape 
component, data will have to be entered for these 
elements. Reports from the system will be 
available more frequently and will provide more 
detailed information to the staff of the division. 

Together the two components contain all 
the data elements required for the control and 
description of the division's holdings. The tape 
and file components are linked by the accession 
number assigned to the file, thus permitting 
access to both the descriptive and physical 
characteristics pertaining to the file. Certain 
fields in each component are inverted to allow 
quick access to such elements as accession 
number, title, variables, restrictions, depart- 
ment, principal investigator, record group, 
acquisition date, and subject headings. All fields 
are searchable. 

The completion of the tape and file man- 
agement system should provide faster access to 
details about the file and more frequent and 
timely divisional publications. 


| Election Data 


A number of machine readable data files 
on Canadian federal elections are available for 
research. The division acquires the computeriz- 
ed records produced by the Office of the Chief 
Electoral Officer. These files contain the voting 
records for each polling station, electoral 
district, and province for all candidates in Cana- 
dian federal elections. The files are arranged by 
province, constituency, candidate, polling divi- 
sion, constituency total, and majority records. 
Information includes population, candidate 
name, address, occupation and party affiliation, 
polling division name, identification, ballots, 
unused ballots, winning candidate, and runners 
up with the difference in votes. Computerized 
files exist for 1972, 1974, 1979, and 1980. 

Several other federal election studies 
acquired from the private sector are available: 
the Federal Election Study, 1965 and 1968 
undertaken by John Meisel and the Canadian 
National Election Study, 1974 by Harold 
Clarke, Jane Jenson, Lawrence Leduc, and Jon 
H. Pammet. These files are attitudinal studies 
investigating political party preference, voting 
behaviour, political attitudes, and participation. 
A 1972 study, Canadian Federal Election by 
Richard Hamilton and Maurice Pinard, is also 
available. This survey was conducted prior to 
the October 31, 1972 Canadian federal election 
to shed light upon the political opinions and 
voting behaviour in the province of Quebec. 

The division would be interested in acquir- 
ing copies of other federal election data sets that 
may be available for research purposes. Should 
individuals or institutions have such data sets 
for which they would be willing to have a copy 
available in the Public Archives of Canada, 
please contact the Chief, Documentation and 
Public Service Section, Machine Readable 
Archives Division, Public Archives of Canada, 
395 Wellington Street, Ottawa, Ontario, 
K1A ON3, telephone number 593-7772, area 
code 613. 
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